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Wl PAR PROCESSING — POSITION CHANGES, EXTENSIONS, AND MISCELLANEOUS CHANGES
Promotion
Introduction In EHRP, the first step in processing a promotion is to enter the personnel

action (NOA 702-0) into the Data Control page of the HR Processing page
group. Next, the user will modify the applicable Job, Position, Compensation,
and Employment pages to reflect the employee’s career advancement.

NOTE: Fields that are not required are not listed within the procedure.
Optional fields that an end-user may choose to complete are not detailed.

Navigational Home =» Administer Workforce = Administer Workforce (USF) =
Path Use = HR Processing

Or

Access the item using the Worklist.

1;,3 vigational e The =\ icon represents a look-up prompt. Clicking this button will
1ps allow you to look up all possible entry options for this field.

o ~ e The @ icon represents a date prompt. Clicking this button will
produce a pop-up calendar for reference. To select a specific date
from the pop-up calendar as the field entry, simply click on the date.
Use the arrows to move through the months and years.

Position Before beginning to process a promotion, sure to make note of the position
Number number to which the employee will be assigned.

Procedure The following steps detail the procedure for processing a promotion.
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1 Follow the navigational path:

Home =» Administer Workforce =» Administer Workforce (USF) =
Use = HR Processing

The Find an Existing Value page appears.

Find an Existing Value

Search EI\_.f:lEranID j

EmpliD: I
Advanced Search

2 Select the variable you would like to Search By from the drop down list.

The search options include:

[Ernpl Red Mbr

Last Mame

Marme
3 Enter the appropriate variable in the next field. (for example, Last Name)
4 Cliok [Seare ]
5 Select the correct employee.

The following Data Control page appears:
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fHome > AdministeryWorkforee > AdministerWorkfarce (UBF) > Use > HR Processing e Windoy
Data Contral 4 PersonalData | Joh  Posiion | Compensation | Emplayment! | Employment2
BarcroftJohn EmpliD: 0041 Empl Red#: 0
Vig Al = [ g o1 =|
Actual Effective Date: [romiizon Proposed Effective Date: 1041172001 ==
Transaction #/ Sequence: |1_ II_ Not To Exceed Date: Bl
*Action: m ﬂ Hire PAR Status: lﬁg Processed by Human Resources
‘Reasnn(inde:lmﬂ Mew Position Contact Emplid: =Y
HOA Code: Wﬂ Career-Cond Appt *NOA Ext: IE
Authority (1): [BWWA Q) [0FM Delegation Agr No, [certno
authoriy 2 [ & | [
AR Reuasts: MI PAR Remarks Award Data  Tracking Data Refroaclive TSP Transfer In Data?
| Print SF-50 I
B save) (ClRetumtosearch] (8 - ][5 Het tab 2 ) Alinclude History ] ([ Comect History
NOTE: The Data Control page will be populated with the most recent
personnel action performed for the selected employee.
6 Click the in the Data Control box to insert another row into the
employee’s record.
7 In the Actual Effective Date field, enter the effective date of the promotion.
8 Enter “PRO” (Promotion) in the Action Code field.
9 Enter the applicable Reason Code.
10 Enter “702” (Promotion) in the NOA Code field.
11 Enter the appropriate NOA Ext.
12 Enter Authority (1).
13 If applicable, enter the Authority (2).
14 In the PAR Request # field, enter the applicable PAR Request number.
15 In the PAR Request # field, enter the applicable PAR Request number.

NOTE: This field is not required but can be used for PAR request tracking
purposes.
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16 To enter PAR Remarks, click the hyperlink of the same name.

The following PAR Remarks sub-page appears:

PAR Remarks

Remark CD: EI
| Q) [T Insertion Reguired

| 0K | |Cancel|

Enter the applicable Remark CD (Code) and tab out of the field to see the
text of the remark.

NOTE: To add additional remarks, use the to insert a row.

NOTE: If the Remark CD contains a “****”, you must replace the asterisks
with specific information. (i.e. this field may prompt you to enter date)

NOTE: To enter a freeform remark, enter “ZZZ" in the Remark CD field.
Enter applicable remark text in sentence format. Text should fill the line.
Once the line is filled, move to the next line. There is no autowrap feature.
Do not hyphenate across lines. If a word requires hyphenation, move it to the
next line. Do not use bullets or dashes. The “ZZZ” remark can only be used
once for each personnel action.

Mandatory The system does not generate or suggest mandatory remarks that need to be

Remarks entered in accordance with the NOA Code you are processing. Use the
appropriate remarks based on OPM processing guidelines. There will no

G, longer be HHS specific remarks for entry, except for the freeform ZZZ.

J o 3
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Procedure . . .
, When you are finished entering your PAR Remarks, click to
(cont’d)
17 return to the Data Control page.
18 Click on the Job tab.
The following Job page appears:
@ Home
JHome > AdministerWarkforce > Adminigter Warkforce (USF) » Use > HR Processing ey Window
| Data Contral y PersonalData y~  Job  y  Pasiion | Compensation | Employment1 | Employment2 |
BarcroftJohn EmpliD: 0041 Empl Rcd#: 0
Joh Data k
Effective Date:  10/11/2001 Transaction # | Seq: 1 PAR Status: Processed byHumanEEI
Resources
Act Type: Hire NOA Code: 101 Empl Status:  Active
Position: [poooe726 Q] 05- 0343 03 PROGRAM AMALYST ™ Posn Mgmt Red
*Job Code: |98H224 g 35- 0343- 09 PROGRAM AMNALYST ™ Paosition Cverride
“Rgency. Iﬁﬂ Department of HHS Transferred From Agency: I_ﬂ
Sub-Agency: Wﬂ Program Support Center Transferred To Agency: I_
"Business Unit: IPSCDU Ql Prograrm Suppart Center Benefitsif EHB Diata
*Department: IF’EIJ ﬂ DIVIBION OF COMMISSIONED PERSO FEGLIRetirementFICA
*Location; |241360031 ﬂ Rockville Departmental Hierarch
Tax Location: |NA =] Mot Applicable Detail
Eoavel  (QRetun to Search) (2 Previous tab ) (3 Next tab ) E ) [ Elinclude History) BB Coect History)
19 Enter the Position number.
NOTE: The following fields on this page will populate based upon the
Position that you have entered.:
e Job Code
e Agency
e Sub-Agency
o Business Unit
o Department (used to be the “Admin Code”)
e Location (used to be the “GeoLoc Code”)
e Tax Location
Position The Position Override checkbox will allow the user to modify the position
Override management data for this employee. This function is to be used on a limited

basis for extreme EXCEPTIONS. If the box is checked, the employee’s data
must be maintained manually, and automatic action functionality will be
disabled for this employee record.
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Procedure Click the Position tab.

(cont’d)
20

The following Position page appears:

Data Contral Fersanal Data Job I{ Fosition \'. Compensation Employment 1 Employment 2
EmpliD:  MEW Empl Rcd®: 0
Position Data
=]
Effective Date: Transaction #/ Seq: PAR Status:  Processed by Human
Resources
Act Type: Hire NOA Code: Empl Status:  Active
LEO Position: *| ¥ SF-113G Ceiling *Regular Shift: I Mot Applicable vl
POL: | =Y Shift Rate fFactor: | [
*Pay Group: I QJ
Pay Frequency: Work Period: I Q] Holiday Schedule: I QJ
Earnings Program:
Type Appt: |Career (Competitive Sve Perm) j
*Employee Type: I_ g
Employee lﬁ Posn Occupied: I J
Classification: Work Schedule: I Full Time 'l +Job Indicator: I Primary 'l
*Reg/Temp:

Supervisor Level:

I Regular 'l . . -
FLsAStatus:  [(nvalidvalue)  X] [ qgs to FTE Actual Count
*Standard Hours: I FTE: I

Medical Officer:
B save Frevious tab Mext tab E-'-ﬂ)
NOTE: The following fields will populate based on the new position selected:

LEO Position
Regular Shift
POI

Pay Group

Work Period
Reg/Temp

Posn Occupied
Work Schedule
FLSA Status
Supervisor Level
Medical Officer
Standard Hours (Also known as Base Hours. Be sure this value is

per week)

21 If applicable, click the SF-113G Ceiling checkbox.
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22 Select the Employee Classification from the dropdown menu.

NOTE: This field is only used for Indian Preferance.

23 Select the Type Appt from the dropdown menu.
24 Select the Job Indicator from the dropdown menu.
25 Click on the Compensation tab.

The following Compensation page appears:

Drata Control Personal Data Job FPasition I( Compensation \I Employment 1 Employment 2
EmpliD:  HEW EmplRcd® 0
Compensation Data
Effective Date: Transaction # | Seq: PAR Status:  Processed by Human EI
Resources
Act Type: Hire NOA Code: Empl Status:  Active
Pay Rate Determinant: |Regu|ar Rate j Pay Basis: I FerAnnum =

Pay Plan /*Table/Grade: l_ﬂ Q) l_g Step: lﬂ_g Step Entry Date: I [Ext]
Rtnd PP/Table/Grade: l_ Q) Q) l_ Q|  step: ID_ Q] Grade Entry Date: | (e

Base Pay. Ii Compensation Frequency: Bivreekly
Loc/LEO Adjust: 0.00 Annuity Offset Amount: |
AdjustedBasePay: | | [BenefitBase Override FEGLIBase: | |
Total Pay: 7
Other Pay Information Expected Pay Accounting Info
B save Frevious tab Mext tab B add)

NOTE: The following fields default based upon the new position selected:
o Pay Basis

o Pay Plan
° Table
o Grade
26 Select the Pay Rate Determinant from the dropdown menu.
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2 Enter the Step.

NOTE: For those employees that do not have a step, “0” should be entered in
the Step field.

NOTE: The page can not be saved until the Step is entered. After the Step is
entered, the following fields will populate:
e Step Entry Date
Base Pay
Loc/LEO Adjust
Total Pay
FEGLI Base

28 If the employee is an annuitant, enter the Annuity Offset Amount. This
amount should be entered based on the employee’s compensation frequency.
If the employee’s compensation frequency is annual, the annuity offset
amount should be an annual amount.

Pay Impacts The annuity offset amount must be entered correctly in order to avoid
significant payroll issues.
[

& X

29 Click on the Expected Pay hyperlink to display payroll information.
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The following sub-page appears:

Exzpected Pay

Geog Location Code:

Locality Pay Area:

LEO Special Pay Area:

Locality Percentage: 0.000.00

Change Percent: n.o0a0

Base Pay With LocalityLEO Adjustment

Hourhys 0.00 n.ao
Daihy 0.oo n.oo
Biweekhr 0.00 n.ao
Monthhy: 0.oo 0.o0
Annual: 0.00 0.00
Total OtherPremium Pay: 0.00
Total Pay: 0.oo

Expected Results have heen reduced

QK | | Cancel |

30 Verify the read-only information.
31 Click to return to the Compensation page.
32 Click on the Accounting Information hyperlink.
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The following sub-page appears:
Accounting Infoermation
Job Earnings Distribution:  ByHours T ByPercent ¥ None
Compensation 0.00 JsD Standard Hours:
Rate:
GL Pay Type: I Account Code: | Q)
Business Unit  Department Job Coide Position Shift Earn Code E'
| a | Ql Q all 52 I Y
GL Pay Type Account Code Standard Hours  Percent of
Distribntion
| | Q|
33 Enter or modify the CAN in the Account Code noted by the arrow.
Common The Common Account Number (CAN) is a required field and must be entered
Account to process the action.
Number
' a3
Procedure . .
! Click to return to the Compensation page.
(cont’d)
34

35

Click on the Employment 1 tab.
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The following page appears:

Data Contral Fersonal Data Jaob Fosition Compensation I{ Employment1 % Employment 2

EmpliD;  MEW EmplRcds: 0O
Employiment Data 1 First (4 1ot 1 [ Last
[+1=]
Effective Date: 04/11/2002 Transaction #/ Seq: 1 PAR Status:  Processed by Human
Resources
Act Type: Hire NOA Code: 100 Empl Status:  Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: I @ Exp Dates  Filling Position Data
Rehire Dt: Separation Dt: Next Review Dt: I EJ  ApptData

*Leave: ID*U”JQDD2 Ell Retire: ID‘U”MDD2 El Conv Begin Date: I Bl
RIF: IU‘U”QUU2 El 1sp: IU‘””BUU2 Ed Career Conv Date: I El
LEO: I El  sevpay IU‘””BUU2 E&l Career-Cond Conv Date: I El

WGl Status: IWaiting 'l Hon-Pay Hours n0.0n Last Increase Dt: | @
WGI:
WGl Due Date: | Bl Leipate: | EJ  intermittent Days Worked: [0

=T

P I N T |
Save 5 Previous tab | |58 Nest tab

D

36 Click the Filling Position Data hyperlink.
The following sub page appears:
Filling Position
EmplD: NEVY Effective. 0411112002
Date:
Filling Position Data diewall  First (40 1011 D] Last
=]
[T g Career Ladder Prorofion
37 From the dropdown menu, select the correct method by which the position
has been filled.
38
Click to return to the Employment 1 page.
39 Click the Appt Data hyperlink.
40 If applicable, modify the Service Computation Dates.
41 If applicable, modify the Service Conversion Dates.
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42 If applicable, modify the Within Grade Increase Data.
43 If applicable, modify LEI (Last Equivalent Increase) date.
Note: LEI date is the begin date for time counting towards the within grade
increase. The system will calucate the WGI due date based on Hire date or
the LEI date entered. If no LEI date is entered , then the system will calculate
the WGI based on the Hire or EOD date.
44 Click on the Employment 2 tab.
The following page appears:
Data Control © Personal Data Job Fosition Cormpensation . Ermployment 1y Employment )
EmpliD:  MEWY EmplRcd#: 0
Employment Data 2 ¢
Effective Date: Transaction #/ Seq: PAR Status:  Processed by Human EI
Resources
Act Type: Hire NOA Code: Empl Status:  Active
Bargaining Unit: I—ﬂ Probation Date: I—@
Union Code: I Q) ggf:;mha“““ (e
Union Anniversary I Supv/Manager E
Date: Probation Date:
Reports To Position: I Q
Supervisor ID: I =Y Begin Date: I— El
Tenure: I A l Expires Date:
Pay Plan/Grade: I_ﬂ l_ Comp/Area Level: l_ l_ Ehone Nbrs
RIF Series: l_g Mon Pay Data Security Infa
B save Previous tab E-]-ﬂ)
NOTE: The following fields default based on the position selected:
e Bargaining Unit
e Reports To Position
45 Enter the employee’s Union Code, if applicable.
46 Confirm or enter the appropriate Reports To Position for the employee.
47 In the Tenure field, select the appropriate type of tenure.
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4 As applicable, enter the employee’s compensation level in the Comp Level

field.

NOTE: In EHRP, the Comp Level is a 3 digit code. Therefore, when a user
enters a 3 character Comp Level Code, the Payroll Interface will
automatically add a “0” to the beginning of the Comp Level Code when
transmitting that data to Payroll

NOTE: Users should no longer enter any data related to the Comp Area
Field. The entire Compl Level code should be entered into the Comp Level
field only.

49 In the Probation Date, enter the completion date for the employee’s
probation, if applicable.

NOTE: If this employee is a SES or Supervisor/Manager enter the probation
completion date in the appropriate field.

50 As applicable, enter the employee security information in the Security Info
hyperlink.

51 Change the PAR Status according to your role.

52 Click B save]
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